Getting Started: Sick Conversion

Employee

SICK CONVERSION

From your Profile:

1. Click your Related Actions button.

2. Goto Additional Data

3. Goto Edit Effective-Dated Custom Object

(_Actions )

Manage Work >

Payrall > + Job

Personal Data >

Procurement ¥ Organization Maintenance - Chari
Safety Incident B Business Title Transportation Aide
Talent > Manager

Time and Leave > Location Non-winter Tem|
Workday Account > Time in Position 0 year(s), 5 month(s
Worker History >

Favorite >

Preferences ¥

Security Profile >

Additional Data 2 l Edit Effective-Dated Custom Object

Ul Task > View Al

Worker Request > View All As Of

4. Enter Effective Date.

EDUCATION

(IOWADOT wSrkday.

Note: If you choose a future date, in this step, the change
will not happen until that date.

5. Click Ok

6. Click Edit Additional Data

7. Click the box to turn Sick Conversion on/off. If there is a check mark in
the box it is turned on, if there is not a check mark in the box it is turned
off.

Note: Turning sick conversion either on or off remains in
effect until you change it again.

Edit Additional Data

Edit Worker Additional Data Event: !

Custom Object  Sick Conversion

Sick Conversion

Sick Conversion

8. Click Submit.

Your screens and processes may vary somewhat from this document.
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